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Security I nformatiotl 


wsr* nnctt, /sctmirs 


1. CQWlMI'm. 


25X1A 


25X1A 


%lth the exception*, «s mtwi telow, ths Sodgai an* Fiscal 
■■Hof tha ntrieu *rea Divisions and tte budget aid 
fl iaO wBtlwa «f the various Senior Staff# of the Si/P 
atro appropriately located organizationally for the west 
economic and effieiant ^erforaane© of essential budget and 
f literal f unctions • 

(1) Exemptions- 


b« **rovide<l that the following; r©coT*:>«nd*tS one ax© adopted and 
iwplcisflntod, the rsteaber of personnel estimated to be repaired 
for the perfoixarse© of the essential budget and fiscal func- 
tions in the 38/P area can fee materially reduced a© sbewn 
under paragraph Is belcv* 

2 . AKD f I0T- M&SB&MS TO 'FFECT f«OI 

EECf^f-HmTT C«8 • 


25X1A 


25X1A 


Baconnc 


Adisinirtrstlvo elsneats of the 
W/f discontinue the function of 
preparing travel vouchers for staff 
ssployses and the employees be 
encouraged to utilise Ceribral 
Proc sssing Branch in accordance 
with 
par 


b- Preparation of travel order* 
to withdrawn fw all ares 
divisions end Staff elements 
of the :JR/P and asaif:n*d to 


SECRET 
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TAB D 


Personae! and train! ng Sua&ary 


!• COSCLIBIQS5 


25X1A 


25X1A 


t he nsco asity for cloee-ln personnel support to QrgK&lsatlORaX 

placement of 

cmtm&M pmmmmi timctimm la tfaos& elecjentsa Exhibit 1 ca&a* 
****• 1 • ««aw*y sta tement of functions for Area J&visico Per- 
»|o»I aadSfeaJaing based oa present activities. E*- 
Mb!t 8. contains a statement of the IHsrsaaael functions shlch 
should be mere appropriately performed. A c aap ertsen of the 
Pawwnaei fractions being performed (Eafcibit 1)/ and tbs per* 
aonaei functions ufcich should be perforoed (SfclMt 2) tadiaatM 
* P*®*c®b lact of full ut ilisat ion of personnel sp e cialis ts in 
a **® 0W£ » p l anning , development of tbe personae! aspects of A d- 
ministrative plans to projects, and tbe oonltoring of such piers 
ffar coapliance. 

pse functions of security, cow and training, closely related 
personnel sds il ni g tratloa and more often found as collateral 
defcias of Personnel Offices, should be recognised as functions 
P*wsatly performed on a full tine basis in acne Area Bi vlalogas 

S’SSS"' r* */?'• * *«»«* s^uoo. b. 
Jf25*iSLJ?2 B !S 21? e ® c *'“ la »* «» wrtwe la orgum- 

tiooai locaticn of those factions are shown in Exhibit 3* 

SJS*iLS? * US? a^aiaistrmtira staff sr »w* 

2KS2®* ?? P^toicf iag of contract persconal 
of Jwstmst Uafcrmtlon and Check list team m 
gw c^oaHy a f«U tine aaaignaeat basis* Inaasucfc as such 
assistance is limited to the metropolitan Am of % jM nnt fin and 

2S f* a rosp^wibili ty of ^ aSeQfficar, 

'aoold tnnd to indicate that the hcMoisl 

J2O0W ^ WMted to a point of record, ad^ice^HtSnT^ 

^ ° aCy eoBteM *«k* 2mce»,^te^n^ 

WJwad that there is no sound 




this fraction. 


location of 


SHae numbers and types of records and files in Area 

Bitfalcne rary considerably and arc susceptible to staadardlza* 
^ E *kJ W ‘ t a «kcwe, for esmplc, the type of Position fcwaa* 
tory Records maint ai n ed. Guidance and policy in the standardisa- 
tion of records, files and forma should emanate ftw» H)/p Admin. 
aith the assistance of the P w pc mg f Office, BD/A. 


' -t » r : ? y i n » or ^trsfen 
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8. tofm mviaim pfcy»i«#a security tvm tice; ps«;s«sr®* «od 

Dlvisiac ttsaefc lift anaaler aad oa call <t«fcy rooter $ lwreoi4|pfce* 
:rep®rte4 violailaoaj ami srraogpo for psgjKsr dlsci^iissary 

•ertioo. 
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Security Inf orraatioa 


DEC 1 


PERSONNEL FUNCTIONS 
of an 

Operating Office 


1. MANPOWER PLANNING 

Furnishes specialized guidance to operating office elements 
in manpower planning to accomplish assigned taskso Manpower planning 
includes estimates for numbers and types of personnel required, skills 
and abilities which will be needed, staffing patterns required to pro- 
vide coverage of such skills and abilities. 

2. CONTRACT AND PROJECT PERSONNEL 

Participates with operational personnel in developing per- 
sonnel aspects of administrative plans and securing approvals. Assists 
in execution of personal service contracts, and monitors operating pro- 
jects for compliance with approved plans. 

3. T/0 DEVELOPMENT 


Assists operating office personnel in development of fables of 
Organisation by providing advice as to format, preparation of justifi- 
cations, and estimate of proper job classification. 

U. STAFFING REQUIREMENTS 


Serves as coordinating point for the operating office in prepar 
tion and authentication of requests for personnel which are directed to 
the Personnel Office. Requests specify necessary and desirable qualific 
tions required for the positions to be filled, together with statements 
of limiting or unusual factors inherent in the positions. 

5. RECORDS AND REPORTS 

a. Maintains a current record of T/o of the operating office 
against which names of individuals on duty or in process are indicated. 
As a part of this T/0 record maintains on a current basis personal infer 
mation on each operating office member, utilizing OF Ub for the purpose. 
Posts to OF lib pertinent changes involving operating office personnel. 
Maintains current working file for individuals assigned to the operating- 
office . 


b. From the combined record prepares such special personnel 
reports or tabulations as may be required by the operating office which 
are supplemental to official reports prepared by the Personnel Office. 


CONFIDENTIAL 
Security Information 
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6. PERSONNEL EVALUATION REPORTS 

Serves as central coordinating point in the operating office 
for assuring that Personnel Evaluation Reports are complete and timely 
and that approved recommended actions are effected,. 

7c REQUESTS FOR PERSONNEL ACTIONS 

From the T/O record reviews or prepares Request for Personnel 
Action, SF-52 involving operating office personnel* Responsible for 
securing the required concurrences and approvals prior to submission of 
the actions to the Personnel Office. 

8. LIAISON 

a. External. Conducts continuing liaison with other Agency 
elements (such as Personnel, Medical, Security, Finance, Fiscal) on 
matters affecting operating office personnel, and serves as the central 
point within the operating office where other Agency elements raay secure 
information or dirdct requests for action involving operating office 
personnel. 

b. Internal. Serves as the central point where operating 
office personnel may direct their inquiries concerning personal status, 
actions affecting them, personal problems, and the like. On matters not 
within the cognizance of the operating office personnel officer, the in- 
dividual is referred to the proper office, whether it be the Personnel, 
Medical, Security or other Office responsible for or cognizant of the 
problem. 

9 * ASSISTANCE TO CAREER SERVICE EQARDS. 

Provides assistance in the nature of specific statistics, evalua- 
tions, prior or current plans for utilization for career service boards 
concerned with rotation planning, career development, and training of 
operating office personnel. 

10. OVERSEAS MOVEMENT 

Serves as central coordinating point within the operating office 
to assure that individuals are scheduled with Central Processing Branch, 
Personnel Office, and assists the Personnel Office by initiating or secur- 
ing the initiation of operating office documents required to effect the 
movement. Supplements CPB/P0 briefings to the extent that specific instruc- 
tions not covered in the general briefings are made known to the traveller. 
Arranges for operational de-briefing of returnees from overseas assignments, 

- c 0 o - 

NOTEs The following non-personnel functions may sometimes be assigned to 
the operating office personnel group when in the opinion of the operating 
office head such assignments are desirable or necessary; a. Training Liaison 
Officer, b. Physical Security Officer, c. Cover Officer. 
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